JOB VACANCY ANNOUNCEMENT
USAID - ACCRA

NUMBER : AID 10 - 009 July 23, 2010
OPEN TO: All Interested Ghanaian Nationals
POSITION: Financial Clerk — USAID West Africa (Short Term)

OPENING DATE: July 23, 2010
CLOSING DATE: July 30, 2010

SALARY RANGE: FSN 6 - SALARY RANGE: GH¢ 10,849 — 16,269 per annum (depending
on gualification and experience)

LENGH OF

CONTRACT: Three Months Initially

SELECTION Current employees serving a probationary period are not eligible to
CRITERIA: apply.

BASIC FUNCTION OF POSITION

This is a Document Control Clerk Position (DCC). The position is located in the Budget
and Accounting Division, Regional Office of Financial Management (ROFM),
USAID/West Africa. The position will be responsible for performing the full range of
B&A Division support functions to the Clients (Missions, SO Teams, and Embassies).

MAJOR DUTIES AND RESPONSIBILITIES

Date-stamps and logs into the PHOENIX system all incoming invoices, vouchers,
claims, etc., received in ROFM for payment, by entering relevant data such as payee’s
name, invoice date and number, amount, type of currency, description of goods or
services to be paid, U.S. Disbursing Office code, etc. Type vouchers (SF 1034s) when
these are lacking.

Attaches copy of proper obligation document; gets receiving report if applicable; and
assigns Voucher Examiner. Determines whether the payment is subject to Prompt
Payment Act requirements and establishes accordingly the applicable payment due
date for each payment. Annotates each invoice, voucher or claim with document
control number assigned by the Phoenix system. Distributes the invoices, vouchers or
claims to the Voucher Examiners for review and processing for payment.



Coordinates Agency Secure Image and Tracking system (ASIST) for the ROFM.
Manages the scanning process, distributes and collects vouchers and other relevant
accounting documents for scanning, and ensures documentation are handled in
accordance with agency storage, retention and destruction guidelines. Files hard copy
vouchers and their attachments in accordance with established classifications.
Vouchers must be filed in a wide variety of project and OE files, including activity
agreements, contracts, purchase orders, travel authorizations and requests and
selected vendors, etc.

Prepares hardcopy vouchers for off-site storage as required by Regulations and
archives electronic documents following established Guidance and Standards.

Distributes copies of paid voucher to vendor, Procurement or Project Officer; send
payment notification to employees. Retrieves voucher and accounting documents as
requested by authorized staff.

Other Fiscal Duties

Daily reviews the list of unprocessed vouchers that are outstanding for administrative
approval and follows up with CTOs, Procurement Unit, EXO and RCO to ensure that the
vouchers are returned within 5 days in order to comply with Prompt Pay Act
requirements. Provides a daily unprocessed voucher report to all voucher examiner
personnel and OFM management for review.

Prepares forms SF 1098 for check cancellations for processing. Maintains a complete
and comprehensive list of all cancelled check requests.

Issues OFM bills for collection generated as a result of overweight transportation bills
and excess travel advances over allowable travel costs. Bills for collection are to be
issued daily as vouchers are certified by the Certifying Officer. Copies are distributed to
the employee and Accounts Receivable Accountant.

Maintains a complete log of all returned and unused transportation tickets purchased by
USAID. Copies the original unused tickets and attaches them to the travel voucher.
Annotates the copy of the tickets indicating to the voucher examiner that refunds of
unused tickets are due which may impact cost constructive travel of the traveler.
Delivers to the USAID travel agent all unused tickets and follows up with travel agent
weekly to ensure credit is received. Duly records in the returned unused ticket log the
date, invoice number, and amount of the refund received for the returned tickets.

Provides customer response service to all payees, procurement unit and other Mission
staff. Answers questions as to status of individual vouchers and when payment is
estimated to be processed. Filters questions and researches background information in
order to notify OFM management of any real urgent or emergency requests for
payments which appear to be genuine and requires senior OFM management attention.

Assists in preparation and /or review of vouchers processed by other voucher
examiners as requested by OFM management.

Performs other miscellaneous related duties as assigned.



Incorporates the Five Core Values into His/Her Work

1.

Customer Focus: Identifies and communicates with USAID customers regularly;
surveys their interests, needs and recommendations; follows up on communications
and information received from and about the customers. Ensures that customers'
needs and thinking are included in all activities undertaken and that, where possible,
customers are involved in key decisions. Surveys customer satisfaction periodically
and serves as a knowledgeable advocate for customer service with other USAID
employees and partners.

Results Orientation: Reviews baseline information against which to plan actions
and identify targets and milestones. Defines specific operational and program
results needed for his/her area of responsibility. Puts strategic plan in place and
uses it as a framework for decisions. Reviews progress against targets and
milestones regularly; takes needed action to modify plans when necessary and to
maintain actions to accomplish the desired results within the time frame planned
when possible. Serves as a knowledgeable advocate for the results orientation with
other USAID employees and partners.

Empowerment and Accountability: Emphasizes results rather than oversight,
and service outreach rather than internal control, in carrying out his/her
responsibilities. Is clear about his/her own performance standards. Participates in
defining objectives, reviewing performance, and upholding accountability for the
accomplishment of the objectives.

Teamwork and Participation: Contributes to strategic planning, performance
monitoring, and major program decisions of the Teams and Clients to which
assigned. Demonstrates ownership of the Client's plans, performance, and
decisions. Proactively participates in the client processes and activities. Includes
other client members, customers and partners and assists in their understanding
and participation in teamwork and the client’'s goals, performance, and decisions.
Assumes responsibility for specific results assigned by the client.

Valuing Diversity: Understands and respects the various work groups and team
members without stereotyping. Understands and respects the role of customers and
partners. Realizes the synergy and benefits of differing backgrounds and skills to
accomplish our strategic goals. Uses the synergy of core and extended teams to
plan and works together to achieve results while accepting accountability for his/her
own actions.

REQUIRED/DESIRED QUALIFICATIONS

DISIRED QUALIFICATIONS

a. Education:

Completion of Secondary School and Post Secondary School training in Business
Studies or Accounting (Diploma) is required.



b. Prior Work Experience:

One to three years experience in accounting or closely related field. One to two
years experience in USAID or other US Government allotment accounting systems
is preferred. Practical knowledge of basic accounting concepts and the flow of
accounting transactions are required.

c. Post Entry Training:

On-the-job training with the Regional Financial Management Office in the Phoenix
Accounting System. A specific tailored recurring annual training plan including
continuing education will be developed for the employee.

d. Language Proficiency:

Level IV English ability (fluent) is required. Skill in writing English is particularly
important. Knowledge and fluency in French is highly desirable.

e. Knowledge:

Good general knowledge of accounting office operations is mandatory. Familiarity
with USAID programs and Western Accounting Standards is highly desirable.

f. Abilities and Skills:

Must have the ability to analyze numerous accounting records and determine the
need for various types of entries and adjustments; to reconcile and balance
accounts; and to relate the purpose and objectives of projects to their costs and
fiscal requirements. Ability to utilize data processing techniques is also required.

POSITION ELEMENTS

a. Supervision Received:

Work under the immediate supervision of the Supervisory Voucher Examiner who
assigns work on a long-term basis and spot-checks completed assignments. Also
receives direct guidance from the Certifying Officer while performing voucher
examination duties. The Annual Performance Evaluation will be written by the
ROFM Certifying Officer based upon input from all Supervisory Personnel and
Clients for which services are rendered.

b. Available Guidelines:

The USAID Automated Directives System, FM handbooks and guidance documents,
and GAAP and GAAS

c. Exercise of Judgment:




Professional judgment is required to apply prescribed guidelines effectively and to
carry out independent work

d. Authority to Make Commitments:

Does not make commitments except to the extent of verifying funds availability and
the accounting treatment of specific transactions.

e. Nature, Level and Purpose of Contacts:

Works directly with all FM staff, with EXO staff, with client missions and embassies
to clarify items on documentation, request additional information or justification or
resolve discrepancies on payment requests.

f. Supervision Exercised:

This is a non-supervisory position.

Interested individuals should submit covering letter and curriculum vitae with referees
to:

FINANCIAL CLERK

USAID/West Africa

P.O. Box 1630, Accra, or No. 24 Fourth Circular Rd., Accra
Or by Email: acpersonnel@usaid.gov

(Please note that only short-listed applicants will be contacted)


mailto:acpersonnel@usaid.gov

